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File Naming, Format and Size Specifications for LoboVault 
Version History 
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1.1 2010-04-09 Completed document and image sections 
1.0 2010-03-02 Original Draft 
 
This document defines which file formats are acceptable for submission to LoboVault, and details the expected file size 
ranges for each type of file. Guidance is also provided on how to name, format and compress file content for optimal 
storage and retrieval. 
Guiding Principles in Selecting Approved File Formats and File Sizes 
1. Access: The foremost reason for standardizing the file types accepted for submission to LoboVault is to provide 
the broadest possible access to the content they contain. Limiting the range of acceptable file types to those 
which can be read by the broadest range of software applications (particularly free applications) helps ensure 
that users will have ready access to LoboVault content. 
2. Preservation: LoboVault is an excellent resource for preserving content up to a point. The file types outlined 
below are all accepted formats for long-term archival storage of digital content. However, LoboVault storage 
capacity is not unlimited, so storage of extremely large or high resolution files is generally not possible. In cases 
where content contributors possess very large files (high resolution images or long video clips, for example), it is 
expected that the contributor will down convert a copy of their content to meet these specifications, and then 
retain their own offline archival copy of the content in its original resolution. See file size limits for each family of 
file types listed below. 
3. Economy: File sizes can vary greatly depending on a variety of factors. It is important to save content in the most 
appropriate format, using the most economical parameters, in order to reduce user retrieval time (i.e., the time 
it takes a user to download and view the content), and to save disk storage space. For example, photographs 
and graphics can usually be saved with a modest amount of compression applied to them – without affecting 
image quality. 
4. Exceptions: Exceptions to these standards are possible when justified. The primary reason for seeking a file 
format exception is when the content stored in a non-standard format would be damaged by conversion to an 
approved file type. Contributors seeking format exceptions should contact the scholarly resources team for 
approval prior to submitting non-standard file types to LoboVault. 
5. Updates: File formats, tools, and specifications change constantly, so the following guidelines will be updated 
frequently. 
Preferred Document File Formats 
Adobe Portable Document Format (PDF) is the preferred format for document files submitted to LoboVault.  PDF format 
is universally accepted in the academic community, and Adobe PDF Reader software is available for free to any user, 
regardless of their computing platform. PDF files can be created with a number of tools, however at present it is 
convenient for UNM authors to convert their existing document files to PDF using Microsoft Office 2007 (which 
generates PDF version 1.5 files that are suitable for LoboVault submission). Authors that are scanning pages or 
photographs, converting presentations, interactive documents with forms or with multimedia elements should generate 
files in PDF version 1.7 (extension level 3 or higher) format using Adobe Acrobat 9. This will ensure that the special 
content features of the document are preserved.  
 
PDF text content should be captured or converted at 300 DPI (dot pixels per inch) - which is the default setting for both 
Microsoft Office 2007 applications and Adobe Acrobat 9.  Scanned illustrations or photographs which are incorporated 
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into PDF files should also be captured at 300 DPI, unless there is a compelling archival reason to scan at a higher 
resolution (300 DPI provides acceptable resolution for most online display and printing requirements). 
 
1. Word processor documents that are primarily text-only, or that contain black and white line drawings and 
simple charts:  Convert text documents such as journal articles, white papers and reports to Adobe PDF version 
1.5 or higher (Note: Microsoft Word 2007 will save documents in PDF 1.5 format). End users who have the 
Adobe Reader version 6.0 or higher will be able to view these documents. 
 
2. Word processor documents that include color illustrations, color charts or graphs, or multimedia elements: 
Convert text documents that incorporate the use of color illustrations, photographs, intricate charts and graphs 
to Adobe PDF version 1.7 Extension Level 3 or higher (Note: Adobe Acrobat 9.0 is required to create documents 
in this format). End users who have Adobe Reader version 9.0 or higher will be able to access these documents. 
 
3. Presentation slide decks: The recommended procedure for PowerPoint or other types of presentation content 
(e.g., OpenOffice, Google Docs) is to convert them to Adobe PDF version 1.7 Extension Level 3 or higher using 
Adobe Acrobat 9. (Presentations that do not contain multimedia elements or interactive features are acceptable 
in PDF version 1.5 format).  End users who have Adobe Reader version 9.0 or higher will be able to access these 
documents. 
 
4. Spreadsheets and Datasheets: The recommended procedure for spreadsheet content is to convert it to Adobe 
PDF version 1.5 or greater (if converting a Microsoft Office spreadsheet to PDF format, be sure to add cell 
borders if you wish to preserve the datasheet appearance of the document). End users who have Adobe Reader 
version 6.0 or higher will be able to access these documents. Spreadsheets that contain macros or code can be 
saved in their native format (preferably Microsoft Excel 2007) if conversion to PDF would erase an essential 
feature of the datasheet (e.g., dynamic recalculation). 
 
5. Database Files: Database files generated by desktop applications like Microsoft Access or OpenOffice Database 
are not recommended for archiving in LoboVault. Instead, contributors are encouraged to create and archive 
reports from the databases in PDF format, as these will generally provide greater insight into the data content 
for end users than the source data provides on its own. Database reports can be generated as Adobe PDF 
version 1.5 files.  
 
6. Other Types of Office Documents: Whenever possible, other types of documents (created with Microsoft Office, 
OpenOffice, Google Docs or other applications) should be converted to Adobe PDF version 1.5 or higher. If 
contributor is unsure how to convert content they wish to submit to LoboVault, they need to contact us for 
assistance. As a last resort, submission of documents in other formats is acceptable only when conversion to an 
approved format damages the document content. 
 
Special note on PDF document preparation: When submitting documents that have been scanned from paper sources, 
make sure that each page is cropped appropriately and that ‘black space’ around the document page is kept to a 
minimum. Poorly cropped document pages are difficult for users to navigate when reading online and waste printer 
toner when printed out. They also take up additional disk storage space. Additionally, apply OCR to the entire document 
so that the full-text is available to the LoboVault search index. 
 
Document File Naming Conventions:  The preferred file naming convention for LoboVault document files is as follows: 
 
<author surname>-<key title>-<type, serial no. or ID>.pdf 
 
Where <author> is the surname of the primary author of the document, <key title> is an abbreviated keyword version of 
the document title (or description, if no formal title exists), and <type, serial no. or ID> is an optional section used to 
indicate a document type, version or serial number, to distinguish it from other documents with the same author and 
key title. Spaces between words should be replaced with underscores (‘_’) and special characters should be avoided. For 
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example, if a contributor named Jane Doe submits a journal article titled “Adaptive variation in environmental sex 
determination in a nematode,” and includes a separate file that includes supplemental charts and graphs for the article 
to DSpace, the document file should be named as follows: 
 
Doe-Adaptive_Variation-Article.pdf 
Doe-Adaptive_Variation-Charts.pdf 
 
Alternately, a serial number could be used to distinguish the files (i.e., Doe-Adaptive Variation-01.pdf). The average file 
name length should not exceed 30 characters. 
 
Median Document File Sizes: Document file sizes will understandably vary in size based on the type of content being 
stored. The following are the expected median file sizes for various document content categories: 
 
Type of Content Page Length Median File Size 
PDF Document 8.5x11 (Text only or Spreadsheet data) 25 Pages 50 KB 
PDF Document 8.5x11 (Text, Lightly Illustrated) 25 Pages 1 MB 
PDF Document 8.5x11 (Text, Heavily Illustrated) 25 Pages 5 MB 
PDF Document 8.5x11 (Scanned Pages) 25 Pages 5 MB 
PDF Document 8.5x11 (Presentation) 10 Pages 5 MB 
 
Documents submitted to LoboVault that exceed the median sizes listed above will be reviewed by the Scholarly 
Resources team, and where possible, options for compression or resizing may be made to the contributor.  
Preferred Image and Graphic File Formats 
JPEG is the preferred format for bitmap image content, including photographs, screenshots and illustrations. The JPEG 
format offers excellent image quality, good compression, and JPEG files are readable by a wide variety of applications on 
all platforms. GIF and PNG are also acceptable formats for low resolution, low color bitmap graphics images. Exceptions 
can be made to allow other image formats, if the content does not convert to JPEG format well.  
 
The technical specifications (Pixel dimensions, Pixels Per Inch (PPI), and Color Depth) of an image should be determined 
by its intended purpose: 
 
Archival Bitmap Images: Images required for research or historical preservation should be high resolution, with 
dimensions up to 4000x3000, at 300 PPI. When saving archival images to JPEG format, the JPEG quality setting should be 
set to 12 (no compression).  
 
Standard Resolution Bitmap Images: Images intended for documentary purposes, or for student or general use should 
be standard resolution, with dimensions up to 1600x1200, at 300 PPI or less. JPEG quality setting should be set to 8 (high 
quality). This size image fits well on current LCD monitors, and will produce a fair quality 8x10” print. 
 
Graphic Elements: Low Resolution charts, graphs, or web page elements should be saved in GIF or PNG format, with 
dimensions under 1024x768, and at 72 PPI.  
 
Vector Graphics:  Vector graphics (such as WMF) are small files that are easy to archive, and they often do not convert 
well to JPEG format. However many types of vector images require a specialized viewer that the average user probably 
doesn’t have installed on their PC. For this reason vector graphics should only be archived if necessary for research or 
data storage. 
 
Image File Naming Conventions:  The preferred file naming convention for LoboVault image and graphic files is as 
follows: 
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<creator surname>-<key title>-<type, serial no. or ID>.jpg 
 
Where <creator > is the surname of the photographer or image creator, <key title> is an abbreviated keyword version of 
the image description, and <type, serial no. or ID> is an optional section used to indicate an image type, version or serial 
number, to distinguish it from other images with the same author and key title. Spaces between words should be 
replaced with underscores (‘_’). For example, if a contributor named John Smith submits a series of 25 photographs from 
a research study on New Mexico flora to LoboVault, the image files could be named as follows: 
 
Smith-NM_Flora-Gomphrena_Caespitosa.jpg 
Smith-NM_Flora-Ribes_Pinetorum.jpg 
… 
 
Alternately, a serial number could be used to distinguish the files (i.e., Smith-NM Flora-01.jpg). The average file name 
length should not exceed 30 characters. 
 
Median Image File Sizes: Document file sizes will understandably vary in size based on the type of content being stored. 
The following are the expected median file sizes for various document content categories: 
 
Type of Content Median File Size 
Archival Image (JPG, 4000x3000, 24 Bit, >=300 PPI) 3 MB 
Standard Resolution Image (JPG, 1600x1200, 24 bit, <=300 PPI) 200 KB 
Low Resolution Image (GIF, 1024x768, 72 PPI) 100 KB 
 
Images submitted to DSpace that exceed the median sizes listed above will be reviewed by the Scholarly Resources 
team, and where possible, options for compression or resizing may be made to the contributor.  
Preferred Audio File Formats 
 
<TBD after testing the Adobe Media Streaming Server> 
 
Note: Contributor will in most cases send us an audio file that we will need to transcode into an Adobe Streaming 
Format. Specifications will need to be set for both the contributor’s submission, and the final transcoded audio stream. 
 
Preferred Video File Formats 
 
<TBD after testing the Adobe Media Streaming Server> 
 
Note: Contributor will in most cases send us a video file that we will need to transcode into an Adobe Streaming Format. 
Specifications will need to be set for both the contributor’s submission, and the final transcoded video stream. 
